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CENTRAL INTELLIGENCE AGENCY 
WASHINGTON 25, D. C. 


I*«c 

J- 


25 F^bruast^r 19$t 


MEIiORANDUM FORs 
THHOUQH : 
FROM i 
SUBJECT t 
K^yERENCE * 


Deimt;^ Qirector of CaQtx<aI Xctelli-genoB 
Deputy Director for Actolniatratlon 
Directed? of Traioing 
Peraoiinel Pool 

(a) Menoranduo frosa th» Inspector Q«:ieraX ic the 
Director of Traini rg dated 2t| January If 52 
(oo{^ in Ai^ndiz I). 

(b) Pool Report fay Testing and TraiMng Branch, 
Office of PwBoimel, dated 15 Deeaebar 1351. 


1. PEOBLi^ii To coitply with the direetlre (refemwe a) that 
the Director of Iraiiiiiig assurae reaponsibili^ for trainiiig in the 
Personnel Pool. 


2. FACTS BEARING OB BiB PROaLEMt Tt» facto are peresented in 
Tab A. 

3. DISCUSSION t The problem is analysed and discussed in Tab i. 

k» CONCLUSIONS t The conclusions reached after the analysis cf 
the problem are in Tab C. 

5. RECOMLcIiDATIONS: It is recommended i 

a. That the Flan for Unclassified Training (hroap Clerical 
(UTC/C) in Appendix UI be a^rored, and that the 
Direetor of ITaini ng be authori«d to put it into affi- it. 

b. That the Propoaed CLA itegolstion "Proctsslhg Prtnaior tllg 
Cleared Personnel” In Apporrfix I? be j^prored and proE ilgit; * 

c. That the Proposed CiA Regulation "CIA Training ’or 

New Pereonnsl” in Api^ndix ? be approved aixi prearalgat id. 

d. That the conclusionB in Tab C, Paragraphs 3« 4, 5, 6 e id 7 
be approved, and that officials or Offices coaoerned 
directed to put ths actions indica'ted into effeit. 


APPROVED: 


■ftTrUEl/ BAUaJ 
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^ACfS BBA fOM m fHE PlOBl®f 


1 . 


2 . 


3 . 


h. 


5 . 


for rraiMBg in the ? er«o»nel P acii -y t 
oT ^neral, tte u/Oi has trni. 

of rc^oaEibllity for in the Persoia»l t 

director of Trainln?! as of 2h January 1952. 

£fl^gy m>ective of tfie i)/CI ; In t ie st,aff corif«»i* • 
if beeeji4«?r ^ the Director of Central Intelll,! jrtce » 
that It would be the policy of the tgenty to go sIjw oii 

policy would require very careful Bolectioa of fK r 

gi; t he rergoaaei Pu ol; fh* bea-^c nb-e^’ 

nl.fi® Pool is to easble the Agpnoy to piuxc^ a 

pi^ifes&ioBal pfraonael on its payroll Ic advance m‘ fid I 
sec^ity olearsnee, U. order to reUeve financial harosn 
^ ii^Trdaal or to otharwiae insura that hxM eervl * 
be availabie tc the Agency mpon c©i^ lotion of tf?euiit;y « 

Eg g ^efaed |rs: ^ng frgg rana for frofejaloaal^Sa bttant i, 
Lwlaasified Training Oroup tne 

Inter^! frtu.niafi Branch (If/B) have been eatatoliahed t c 
*eet the al^ve objective for profasalonal-aubstantlve, ae 
covert and covart peraoraBel re«)eoMvely. H ow e or p^n/t 
or^iaal am hogsogeneoes g^roapa with rggulW 
st^dules for witraw:# on duty, and stu% and pro 103+- 

^ IT/BTrogr^lia 

rec^t^ and normally exceed the Jidnlmuji aelection stano 
of the i??oncy. 


aic 

-•ter 

he 


ate 1 

K- 

tai ; 


5 Wi 
i'.Of 


|7Tl* 

nil . 
rag 


^be PoQ _.ii llie preeenr. coRpoaltion »’ thf #r» 
nel Pool ia not conaisneot with ite basic i^jecttve, -r 

not hanofenecuc. /.r foi 

® cntch.all for fl twre jf 
K)B d provloiomilly clipared peraonnal. 
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a. Averare percentaijes of personnel by categuriei d«ri 
from t atatlaticiil analysis of Pool perioijtail -a 
k Janaaiy and 23 January 1952. The atatirtie^i ^a rsi; 
is on file in tlse Office ©f Training. 


Clerks anc Stencgraphera 
Typists 

Total Support-Clerical 
Skilled and Trade 

Prefessional-SufeatantlTe 


lOOf 

b. The Pixifeaaional-Bubstantlve pereoariel, 21" at -h* t ,t.al 
personnel In the Pool, are CT ^4 or IT/B tc^-pea. 

c. The filled and trade personnel, IX^' of the lotai son 
in ^e Poni, are juite varied t;-pea. Some imt dih ren^ 
stille are reprenf^nted in the tabulating eaehiae f'it d* 
th^e In the ©rinding field; two in the teledjm- f^e p; 
and there as a miscellaneous group ranging fro# «lc-r - 
pfiotograplwrs to truck drivers to couriers. 

F«*rsonnel in the Pool, the X.r rst. c Ur.. 
(OdlJ, ce tfi^ied suppea't-el* rical persomieu 

frograB., The progra* of the Pe 5 -«orm«f 

coJMi^E ©i. tralainf for elerical^auprport perscorcl . j 
^t rdnlnuit standards of proficiency far the jot lor «d 3I1 
«iey have been recruited; unclasalfled work orojsctf 
in si^>ort of Tanous cc»q>oBents of the Ageaqsr or other weyr 
laental departrafuts; and the tenporary atuechment of List- ia ri 
here oi personnel to other Oovenrnental departaenti a/jp « ff»m^ 

** C lerieal-Sttppeart Ihirsogg^l : Perse rnrl h 

in English 0*14; Shorthand, > 
ano Office h-actice on tim basis of rec<HU#ea4%t i;» $ 1 ne 
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^ tke Plftcwteni Officer or tht* Pool Refiotrfe’ a 
result either oi’ m Interriev or of a re<iti8ct on th< 
part of tte indl.vi<iual, the period of tralrOiir vara js 
In isdlvicUial cac:es fren one day to Mvez%l leieiig! 
oonaequently, it is io^ossltlt to derive e metmingfi i 
perMnta«t figuj-v representing the toUl parstmnel a i- 
oeiving clerical training. 


c. 


?. 


b, Pyp||f e.;^i In iqspendix II there is an anUysis if 

tke nork projects perforaed by the Pool ctarinf Peces ler 
2^51 and January 1952. Ibis analysi* ladlcaUs that 
Most of the requests for eorlt projects oeaie from XI 
and the Office of Personnel, issuning that tie perfe in-. 
nel Ktgagid on work projects earn ^ir pi^y, »orit pr »- 
Jeets large^ pay for the costs of the clerlcpl-eept 
segs^t (68?) of the Pool, the projects lar«ily ati disa 
the *tlls of the clerk^typists and clerks rather tj, n 
those of tsie 6teaogr;^]hera. 

iireek 2-25 January ^^o t 

00 persoiwel were t^ipararlly attatdied to ofiicr tiove n- 
y nt depy^ents or CIA offices; including tho Selective 
Ssr^ce IJepartnent of Agrlcnll^, flepart«e* of 

Stats, Library of Congress, I&S, cm and Qtfl. This f ro«. 
consisted cf support-clerical and prafesstonai-substsntr' 
personnel, rangin|f froa GS-2 throng GB-9. 

add BvhluaUcut; is part of recradtaant aesdon h 
iMld, ST^port-clerleii personnel are teai^d for pi*oficif 
cl^ical £dcills. It is necessary for thu Afonci’ to m- 
«^port-clerical personnel id^e do AOt moot alrdau* i 
of proflelency for the p*ade for vhlch they axa refruitoE • mvn 
p«8<Mwl are not evaluated with reepect to leamirg aptd iud* 

^ Fhyroll; me is tletr ce itn . ,. 

^loynent with «h.e Agency oontiag«it upc« the reat val of tie- 
flclencies by the time of cojg>letl<W! of prestsrlbed tralM u 
courses. ^ 


thi- 
a<jy 
eras - 
tant., 
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8 . 


10 . 





ite»: There 


_ are r*o liai'i 

the Pool ©r ft r s#pife «atli 


^o« Pool. m« effect la' to WJlUplir'iid^iistraUw m - 
fleiatleej pr©iK>t« coofuslon; jaid prevent effectlfe ©hap nr i 
the trelBlnp *t the Fool. ‘ 

of ?lpe in Foel t The aver.fe leert ol 

ir persofliMa.) ep«wt ia the Pool is epproxi ts «jj 

25 wrkli^ dijfa for a©a.>covert pereomael and amreiimt,# v 
35 eorkiaf days for covert personnel. 

for perstmMi t^oee ®3D proceealng is held usaaii^ fe ca©i 
M salmrmtioa of eedical and aeeuritj proeeaelng faciiit 
Pereoaael wait in the Pool, pairing notification to ccsap ete 
^ pracennlag, Aa a ceneeqnenee, tlMsre eotrto a ’Ca-and Cea. 
Stetion atnoaphere «iat serieoaa^^ 3jsterfere« with oxdee la®.,: 
and aysten in the opwation and nnaageBent of the Pool. 

It is oonceok«i that the Peol i« faced «itSi a ao ii« 
This la att4:lteted to the foUoeriag factors; 

Tl^re IS n© orleatation progra* tar pereoMiel tenter b » 
tim Pool. In naay laeiaitoes personnel hnve not been 
properly briefed by the reoraiting effleer that tner 
^ to enter n Pool and oonaeqnently, when thei find 
th^ arm in the Pool, their norele end motivntion a?v 
■erloasly Ireoalred. 

piere ere in the Pool prafeseional-auhetantive persor »i 

4 EWOttingfhl training orogm* is orovldea s it 

ie in ITTG/A or IT/B. 

aero are In the Pool pereonnel In the skiiaed and sr dee 
category for nh^a m "conaon deKoalnator** oar training or 
wrk project exist.*, or is feasible. ^ 


a. 


b. 


A«>3 
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d. Them its « coasidsmhi* no.’dxi' of IndlTidBals who lalr 
in the Pool for perioda in axdese ef 9$ d*/ai m o 
2fi Jnuaijj \ j ladlvldaala, ai^reacijant^ljf 9f it to-- . 
perswmel of we Pool. 


e. Them is the "Waiting loon” eperntion describee in 
Paragraph 7 above. 


f, 'aiem is t poor phyaical envlsporaeat t^at net only 
4^e«ts tie indiTl(hial*s norale Imt also iwairs, if 
hia riew, the prestige of the Agenejr as a ^.Aole . 
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QISCCSSIOH 


3- Stat«i| ent ; Tne Pool prt^les will b« 

with reference to th« foUowifif' points i 

a. The CoMposltion of the Personnel Pool 

b. The Personnel Pool Program 

c. 1^0 Work Projects QBestion 

d. The Persoimel Pool Tralniinp Froblem 

e. The Teetlap and f^raluation Problem 

f. The ^iteitln|7 locwi ;?r©blei9 

g. The Orientation ]?roblem 

h. The Adminietration of ttie PerTOnnel Pool 
1. Policy Aclioa 


B 
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2* 0q^po*iftlog ,of the Popl t 

«• fbm that 21$ of 13m total paraontiel is tSia 
PooiL (IdtoM die«LgBat#ei m |izie>feetL#aidL!>-aahstaiitlvt . 
ara fipp^l ©r l5Sn9»* hat alraa^ rwatT^i recof- 
aitlaa lly tha f araac^i^ 0££iee and tlM Inapastor 
i3«aHPal* this ©at©ge^ of paraeonal e^Mold ^ 
tmafaaired fz«a the Bool to !JTQ/a or Xf/$. In 
tha ftitQre prof naa1 onal ■ atthatantfeva rrcr«£itt i 

be a aai |n ed to JfOt/h oa* If/l and steiild not do aer " 
to tha Pool. 

b. tha ne«-^oor«rt Offlcaa ^ tha IjEOntf use t!ia Pool 
aa « haldLag opa ration fear a©iM gri^ae^aal- 
aabatastiTe peraoa&el la tlMi oxpactaldaa t^t 
■ro|>ortthK«>tOHlatp' data* tcUl. pracade th^lr sor^r los 
«f tha IlWl/lL A eroas aentiim of tha Pool 

aa af 2d Jmmxy laditaatea that parsi^al re* 
aai£ la Bool apiaBoadmateSj U2 to 1(3 calaadar 

dajs. !ltQ/A la a aist meim ikS (Bondar d^s) gz*© p 
tralalag pz^praa. ttfax^ocra^ theaa la mi the aver 
ao tin© adtantaise In abort oixealtine tld-f aroi;ra«. 
Thaia i© pocLtiaa aoznla adhmtadb in xw^tiog nit 
panMaacO. from tha ^k> 1 whara ae ntanli^i^hl prn^a > 
la aimiiiicted for their ZMsda. 

0 . tha alteptlfi^ vLth ra^ct to eoaert {arofostlonalo 
attbatanflv© parmmmi la i^qparaliL©. lt/% la aa 
Ij^vldital taaloiag progm that coatinaea aatil 
tha (Mopletion of aeourlt^ aetion. 

d. If profo»siM0l-^lMtaiitl9« paradnael we a aot sc^i 
to tba Bool, the rwiainlt^ paraomnl (aii^^t>cler csl 
and and tradaa) maid e e ^ prl ge a aort 

and aaaufgeal^ isratqi, af^ararpriat© to a Bataaanel P ol 
aparatiag aader the P rogr aa daaenhod below. 
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3» P^gpyiaX fooX Frcgyaa t 

ft« For the skilled ajsd trades personnel: 

(1) llMBe penonsel reFreseai m grsat rarloty of 
Aillf or trades with nsXI nuaibers in eai^h 
rtcill or trade. Peadli^ itoaplttiKi of iotarlty 
actlody they need nerely to aslntaln preficiencl 
slrea(i^ sequired. for this tyiie of psrtoaiael^ 
tralaing is specialized sldLlls or trades is tou 
eomtiy to be uoderteloMi. Other training, as 
courses in cerrsnt eren^s or lutomstloaal rela- 
tdotosji son24 be related to oa-dtitj jab re;*ul e- 
asute. Therefore, I^rsMusel can ;r«3t usefti-ly 
^aad the seeoritgr cleax^aoiee period by worrlng * . 
their ^11 er trade. 

(2) sliile tills Is not feasible within the it 

is podelble t»5 sttach each psraDnnel to other 
OSTomwatai jgeacies not sngaaed in dasalflea 
s^orsttliM. For exaagile, a linotype operstor 
atfht he deta:il«d to the <livernsitat P*lin;4hg Off, ce, 
a aaet^ne tabulstioia opw^ihor to tbe Bux^aa af ti e 
Badget^ or a |)hoto-«ii|3rarer to the Barewi of Priit- 
Inc and togravlag, fi«eh a procTan of abt^.isent 
weald utiliEO and aalstaln the speclsHaad taleni ® 
of sucdi pensonnsl dnrinf tAe secdritj clearance 
period. 

b, for the siq^ort-citirical personacl: 

(1) 3«te 6(# of tlie Pool is enaf)aart*»oanrlcal. This 
gfoe^ is fairly erenly diTvied b^ween civics, 
elerk~iypists and stenographers* 

(2) Mnny sapi[x>rt-clai:d.csl personnel reqniri training 

to aeei aiiiiaea or aeoeptable siai^iarAiflf proficil mcj 
tor the jobs for which they havs bean roenitsd, >r 


B-2 
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thoy^ refreeber titiiaiug t© *eet ely 

*ohJ^v*4 and «cc«iitnt>le lernln of f»ro£ieLeaqj%, 
iu^tpiiro tm^se in wd atj^n©/ ©s fioii 

prac^ions, ind bncn^t iy ta» n~s ni 

dnaii^iMct to InoroMBo ptH>fi deucy in ©ix’nridy aoi 
elerieal eld-Us. 


0) -it ^*eBsnt vfozk pt^ejeote tend, to beve prl-oJ^itj" ©vej* 
twdMng - not only becaice of the diortn^e ©f 

IsBftyftctoM bnb aiee beennee ©£ the naribipr of "i ank 

pat»j4«tfl mndertekttt* Cinier tbepe eondittons 
objeiiivee ©f clerlenl tfaiaitg* OQj^letf'Ot wit i 
the folioy cf the D/CI, ttnaoifttBy be i^t. 

To cfwy out d^ettively the f diqr ®f the a/C3 , 
aU laccHtiis a^ptrt-detical peraonael, regaw Lea# 
of eicurtty olnertiiee st«lus, 3|i«CW b# tetaile J bj 
the ffflcse of Pereonnel to the Office of Trald v 
for Irainlng. 

0) To neat ro^oialb^tdee esdfned to It the 
Direetor of Oentril Inteiileence thjreu^ the In- 
epeejor Gnaera (nee Appendix I), the Q/fl sho© ji 
«« IJheineeified training Jbsoitp Cleri© a 
Ct'O/Q, to which all BCS}*^4 protlfionaXly clsare© 
clerical pe.reonael idicmld be asiigned. 

(6) to e^t ita Long ra^e »enp«»nihiiiiiee, tile q/ . K 

?i23?v****®^**^ * CianBofied ihfoap Cl rien 

(Cf%p), to 1*1^ SDD’d peered tderinal 
ehoulp. he aeelgaei. OTQii^ ehoMld tiXtm ti^at the 
requi^neate of refreeher training for on-daty . leric 
porechnel. 

The Work Pro,1^t Qaeat^n .- 

a. A twreey of the work projects prograet ehonld bs uixiei taki a 

(1) Mhen the Pereennel Pool v|c first osteblintied, ^ leniv 
Offlete \mTo reqeeeted to p^roride vozt pnijecte for 
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( 2 ) 


had tHe sUaUus of 
IWiaUanijy el»*red 

r^iat fnU $9mui^ 

Sifioe than, the stone of the work 

of tir^ and mt$mlM 0 

cml IralBin. Pf«'^*»!« mr cler - 

tum iir«B«ftt artetus <tf wesk nroiect* .horti* 

““ for U4 d«S bl 
1^ * IntMlnt to roll. th. iBMi rf iaflSr f 

^«r tllo proMBt rocMltKat XloiUtlorw. them 

“•Jf«»«nMl Bool, thl» .ill 
to^t in « ^«rp rtdttctlen in tt« aunber 

^ ^ndeftekeo. Sneer tiw 
ii«lt«tioM, the o| fices- 
a^e#ta for ifork 9ra|eets to he eaiirled ea in 
tfc« P«ol sarqbtbly lacreftee; thin win reeui 

»i* t^tloo la th. ,Mh,r^ ' 

wPtk iiroj^te that eaa be tuwlez^ten fie n-i* -t 
posed by this situation *r»7^ “ 

Projects of swfi 1, ie 

(^nrin *fe effic^s c^keeztied to ir- 

1^1:11.^ t !?^**’* *™* ** i»r.a.. th 
n> 8 m order t© continue then? 

”■* !»■«•«., oth« Hum tho. , 

SUSt*‘tniti;^^?* « « ' 


(•) 


luh 
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(3) S«it|ier tk« *t whlci tfee Bsraonxi^ Pool 
will dwoz^ji^ i* ttrwi^gtk imkt tli« ni f 
stmiigth ®f tte P©ol ofts 1© dtiinnoaid at tiii* 

calllt^s hmm b0t i 

^ effect fcr eoM tine «&d %ke a«ft>tr of Pool 
JJrs©,^! h«e becM© 9taMll**d e«i the »eop© of 
projects program be established. 

(i») Pending eosapletioa of tba sareey, the Office of 
Persdmel should oon^Laae to adsinieter the ear. 

^ wirvecr, it is 

decl^ thet sow i»rk piie»jeetE abotiki be con- 


yt^eoaael | oq 1 graieln^ 


a. 


b. 


PdWiosnel should U 
to the frnyi cwr IT/i prepwae. 

^lled tr^as perseanoi sbouid be detallel from 
w» Pool to other Sovemiental agoneles. 


a. 


c. a^port-clerical pereonael ^rfiould be detailed to traa iin|. 

feptlag am| Sraloa felon Prnhijia . 

*feoi^d be put iM the pa|Toll of the A^te ,cy 
iSw ittlicafee that the indie dL* 

wfrtrflnf n w»b aecj^i, 6toda»is, oe ha# 

»o that with hmiais,. be 

■ajT q«Mllf^ vdthin a reasoaeble period of feaien At n 
wtSSJr^**! *» ade^te wrai^diion ^ f 

Wa#WLnft» aboultt bi 

ZSt f weruited as,i 

their leTels of proficleacy asd sptltudea for li^rnii^ . 
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me. vnlimtSkOA px«r«iL iteiuid bt s-omUk-atm 

«f i?i«ruitii «*fe 

^ iM amonim a* «.t& tb# tmmn% 

* ««il»a^(Mi JatUJLJty 4a the Ag,*** 

haalA eat ©afly the Q^iee ojf Paraoi^l bat Oaa 
tha 0m<i8 of Tralcing , 

7* 1^- filtf iig . ^3oa f5r»hjL<ptf 

P*^bX«« poaad 15 T 4atew4i.t*nt 
la i»|)MilaraB (aaaaah friiiarilr ^Br the laMaoe i t 

aachid-tar Urn 

aatahll^ a aaitlag rcaai aith aiiarara 

i^H^aala mv ^md hy i 

^ ^Sflj ^ fraaaeeltog. ihia <*hiy la 

*L**^^y^ ^ hoaaa, im 4 daya« tet canceeiia a aiaeahhi ahiiH 

Ot ^H^pui3pr%#8ia 

faaUiUaa aheali alao ba ««a44ab|a to | »ratwi 

Pi'*** P«r»<aaal. foal in oaaaaction aith I leit 
tfalalng ha^^preMm-t. 

Qgyptation f:^afajL«a» 

a* J •ofjoao^rtl^ :raat<a? ia tiia J^aeanal aaa ao,n 

Pi-P 0Blaii*4t4«B naujrao. Suh . a 

to ooaioatad in too pturtai part om, or 

Pl****^ P«»»totoa iia)<4 on a 
^ooiaioa^ elaarod Mai part too« for oiartca^ . 

®ol aa part of tiai 9TG/C ttra4i^j:]g pa*asoaai» 

aSi cmrm ahoulci bt ooochistoct ^ tto* 

^ P «tf tha fiitraaaa 

itolmla imikmmtUm about 
l^aojal affalra, atolaiatoatifa pr^cedmem of the 1 % >i t 4 «i 
the atatua of partoimal tharoU. 


b* 
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•i) ™ vf li 1, I 



"5 ?1^?“ °^**^ two-vaek t^ic ,r*xr.%vr. 

AowM Include anclHseifled Infanwition “ 


of iht I^f aetmel Peni . 


** J**« P«J’»>nflcl Peal aheuU be ei- 

rf Persoiaiel; a»d ^o ilci con.i»; . 

or thr fol .oslng reepoaslMlitle«t 

*” ori«it*tian course ae « p.wt of t » 

entr#x:e processing prooadore ia the f ool 

^ trades personnel to other 
CoveztiReatfil afencies 

*!•' P*-oj«ct* pretreai p,min« 

*array recojosanded by Ck'rs., 
and the resolution of the problem 

f?) To sef»o as a proesaslng Mntei for TJta/C 
10» Policy Action ; 

*' Of tae Personnel Pool pi-e - 

racoanent^tlone mtfc raspect to ail 
* iwwlsiensliy-cieared baais; tho. e 
»-xth e<pal forco bo ai 

personnel entering the Agency on a fbl3y.cieai-«i basir . 

^icoiainf personnel, i:arofessioma ««d 

Mcnrlty cleaxi®ce st at,u 

IS neceas «27 if the recent poliej directive of the hi*i «jt< t 


B-7 
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f I»Wll;Lg«nc« is to be into eff«-t 

T, MlbOtior. - 

fonctioa ©f *©Xs©fci<ri to 
^•crult p«r#orin*l c«ap«t«Bt in a fif« skill. &r«d* 

^t. rsl*u that co^wtaKM to tha ft,|d of Soitoua 

*»M<Ujt ?. It ahouM ba apcaoa^ iw 
lnt.Ul*aiiaa aadS*. Uto' 
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comuisiom 


«. ^ 1* ^ Bargaiuli J. 

to ^ utxetllwr lp«Lnlr» n 
toewimn^ with li»i«rs«i»o « dM4 <aoaii«t «£: 

(1) Thmi^sig tte siatioat*! 

pww^tly i»t ^ ialo th* m^k 
pxm»m of oA». 

(£) ii«t«|liiiaiif «ui «pe«aU% tii« f/fO^ h 

aoeotdauM titfe tn* jtyui Afp*«iaac Xtl* 

y yirtwdt all am m^agieaa» mgiiileM 

far trala^u ptl«r to ^mmi »i«ila tho t^aoy. 

fSa^UoaS »®^°y a»y bo |«t iato ofifoet «b 4 

13iat, i« Exoo offoauiteJ^r to p4 oeoitu 

1 — Tl ^*y *. *^ r»y»^ Ie»* r 

^ abOtt|«t bi api»fcprwl otdl 4, 

* * * »®u«l •ad riynwlvm,; tu»» «. 

2rS£i^ii^.S!f S*!.’ ^ .«awi«j i * 

»«• yzxi^aaiQg ox such poramael,. 

3» V<9^ 

** ^Ld akoaa bo jm- 

^ lasfMtm (Niona t * 

■fcb*^^ba ifndoft^im ^ p rpg ots&ia 
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KFERFT 


I 25X1 
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tv paadiar^g cianpltrt-iBU of the abo«& smrrej ref 

IMb thm fnatulMi, ClfflM fif fiif idd 

obBtU^w Ut ti^kAsSj^aet tbs ^tfotli mlm 

iwrs fdnol Maes %iaSB t^sMMd Iroe llf^Vt 

after eoafietieB el tie tsalBLag pnagfaft. 

&• ftot 'lie fastiBg sad dfsObiatim Aivietea |f tiei Iffiee s? 
ftneiaW BlHnld be traiiaiirred ti «l ii^ ifLia tit 
fbeilj^ imdi fz«iaij|g; ef t|« ^aesstll 

ite 

ssletiqg aaeaMaent proMtiuraa far oei^rt ' 

b» fluKt Warn asLi tlna ^Kreeiad idtedid be aste|lisbei as to; 
ta*tli|g uA avaXttKtUNa teBinaa of sat.fr tte 

of tie i4flBlM|it Qlrtai# 

sf faiaMmai ia enflabnrji ' ta. ^ site tbt |d4fN»t^- c€ fr*tla.lr 4 . 

«• fiat Ipta teatiac snd 99aOA**Ajm,i»f^* iiotOidi^ * 

lAth Ite MBteBi elf tawlfrirg sad fra) Ifeiitdfi at ai.l {sdfffvft 
ef rsfirultaettt, am lartsfNKlirs, ttaiaii^ mi rali 

4* Tbat sfi sMeetial BMidlldiaB ef tila lati^et ai«4'^ ^ 
bte t|irtdj« md swn&^ td^XL bi ab^; m m*% 

tie teiatiaa sad gralwatlBifi z«ffi£.f€Btebig the M 

Xraila:i9g« 




fiat at vai^Lag row* atesM be ;»'|a&liak^ at | I 25X1 

ta ps«|d 4 e fibr tee iluixMTattrl eaitetCl. M sm^a^sml 4 .day©d 

la teal eafftetite of mijr, im |4wM«|L^i teat;:.t be 

aiad^teitei sefsrsieXr tl# lififi Noj^te t4 

9ft/0|i teat ite lltafasgr fbfiUtiee mmM ^ amt lail^ 
perewtiel la trtt/C ead tee PwreemieX Poca. 


b« That tee rndtlaf loeai ebould be a^sieletersd bg he 

MreflHBliel* 


;e ef 


e. Tbat te effert sbet44 be aide hj tie crftiis of f* r»ttbwi., tie 
aedloBl. Offiee mA {aa^ibHoa AA SmmriAsjK te ei:-ai^t#t. if 
ai tax potMibiU* tee a^if^tj for tie s&ilyLsg r^>ee 
oeordteattef ta® dateb'aiti tbe aoqMiflty «f the v|*©<s,3iU4 


Approved For Release 2003/07/31 : CIA-R^F^OROI 731 R001 700200005-1 




Approved For Release 2003/07/31 


CIA-RDP80R01 731 R001 7002000^)(1 


«t tlM tfoj XsmI, t)ic|rf rntMld a 
redi^tlofit aot #aaj i« anther c»| requis ad 

to r«|Mrfc to tlM mltitg ttmmg bBt^ajlm i» 

1» |ji« tMiiiqg r«on j^noanal note ’i- 

afttion to ecs^plete £QD proootidj^. 


6. 


^•1, aBd wbo h»o ia * peoHaSwJij claar^^ its.iuj 

ill ^rntUB ;of 60 dagm, i fenwOr i rvilfvwl; t • 

•^4 r«r pt^ftow of expeatitic t3*| Cffi^ ^txtr. of 

•tOforltir €Le«zam>3 aotis^ 


7* frtijiiag orm^ C^j^cBX (gfo/p^ 

•f IJat tl» Q/tlL atct04 a Irai. la* 

ar«ip^« 4 wia to «hi«h 4 ae «4 

Mppoxlt-olorical {>ot*MKBao!I sliei^4 bo i»aL^-ta4 sgi 

(1) !l^ iaeroaM tlMdr pmflol^e^ ia a4< aiashi 

oierieal 4 cill»* 

(t) be inaUttotod in £»ogr«|»fi^ and A^vsy oil ios 
pt-aotUaa, 


tl»i Cfa/C nbenOid «).»o onadRat rafraaher 
aa-'dui^ pmwoo^. 


£m 


e. 


Mc||2a • t|4t the aornin m Honl •Imoia «•» 

iT tto ptof«M«4 CIA MgnUt5« iTlppASi; t* l5 
proved Sid pnmOm^> 


C*2 
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C Gi P Y 


2h Jarm-arr 1552 


MEHOMNBUM TO; Diractor of Training 


For your records, 1 wisia to oonfirra that DGI has a?>ppQV9ti 
iJie transfer of resp^anslblUty for training ir. the imolssslfi# 
holding pool to yonr offlc* and has rewuMSsted that an effort V 
made to set up coura^fs on a ID-day basia. 

The twiinlat of eovert st^loiyees in tne smiaasi-fls^d ;ooi 
at another location has been appr<yred, to tatee effect <*# soosi 
as the new Quarters are ready. 


/s/ St^rt BeddfMfi 

Inspector 'leneral 


cc: Persorffiel 


C Cf ? Y 


Appendix I 
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PLAJ g<-)R gHCIAf SlFm miNIMG (mOBf CLt-^CAI, (i]f GyCj 

1. fmln^ o|3 active at T$ raise the level of prtri:i>i i. c 
all M3*d i^ovlaionilljr-cieared support-clerical perocnrel whr 

a. do not meet alaisraa or ace^table staraiardi of x )- 

flciensy for the grade leval for they have 

boon roenaited. 

b. i^iqulrf refresher trainlaf to moot ael .ev« 

and acseotable levels of proficlora^. 

c. need training in geography and Of^nt^ offtte nrar ,!c# 

d. vrwild benefit by training <tesig«ed to inert a :r 
flcienoy in alrwdy acquired clerical ekllls. 

2, Tmlnijig program ; 

a. Course content: Ibe clerloal training pTo|ra.fj #i J. 

consist of the following oonrses* ^ptrif {3 levr^;, 
:^rthand (3 levels). Office Practice, tiUmj, ft 11- 
iap (2 levels). Punctuation (2 fc?vels), B^isinesa 
2nrlish (2 levels), and Geogrsqjbc’'. 

b, Sc^.edule: The dally e^iedula will be af fellows* 





Instructor A 

lustra ctor B 

Instructor r. 

i It 


8:30 

- 

9:30 

Typ. I fe II 

(Prac, jtooss) 

at, I 

Sii 

- 11 

9:30 

- 

10:30 

(Prac, Ecom) 

i=Taa. I 

Sbt. 11 


i 

10:30 

- 

11:30 

Office Fractico 

unc. E 

?r*e 

if i 3 

rjf 

11:30 

- 

12:30 

Lundi ic Fractice 

lundi ^ Practice 

'Fi ling 

3'0 

rap 

12:30 

ea 

1;30 

Spell. I 

'^ree 

liUTCh Pract.lc** 

l.'f- 

h A 

1:30 

- 

2:30 

Free 

‘ pellL,. II 

ti ic. 1 1 

i i 


2:30 

- 

3:30 

Geogra^y 

fjp. Ill 

fP^’ac. Bocan) 



3:30 


li:30 

Orientation 
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*' I'he trainini pregraa «ill comUv .rf . 

* of «i® hmlc unit m j b, 

on nn ^iTldtial basU to «t«.t limivid, 
Quiremont* idthi^t r®|H&titloB of sltdbjteeti aatfo r. 

if°f '**'■* ‘'•IMIS’ nit 

omM •“ “•" •" ” 

J-l-ll’ Mt -»r^.^.— n,, Jffie, Per»»am.l V ii 

‘"‘Mag, .I..U b. °l’ 

.«uX” «sr4*rrb“ '«”• ->■ »iH 

h, F-lannlnr Btisia ; 

“** 'rtU b. it «dS »1,. 

tljrao afprcadrwtely IQO tr«|»e«« in WQ/c. 

*’■ ‘'■•‘•‘•e ■‘sfr ti. «t.oi,,i 

^1 cansleU tm iBBtraetor.. 1» lefet.nc. J it 

^ UMtruCtcrs, The propowd nlar- tnr 
^ *’®‘**f^*^* four latvirttctors and ma clarl ai 

thm t.«r. r ^ ^ ^ccitespliBiied by traosiWr lu 

^ i*»tnicfcerEaDw on the Pm-eoaBel Fool fA J 

an Incruftse m the f/v of the oAs (2 aodj.tLonal n- 
8tr>iCjorB anc 1 clertcel aee5 8tact). 


so\Ts«f al'ts SO I- 


to carry out the training prcgrae 


pi, 

li 


S02.4, hCf 

s-if® lie 


Appendix III - 2 


25X1 
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M/p 

a. Basla pl#i for Cftfl3/C. 

b. tiaaffer of the liiw imtmvima non m ^ 

9ooX t/O pe tL‘/9 of fiba «^4 ai^orlaaf -aa 

ior tK* limtlcnisl m€L mm fXeiiKkL mm tic 

an tiM T/t af tht* O/tS* 

«. AllobAtiop- of tbc! apace ieadgsated in INraipaiah l4*a.. 
aboei« te taae O/S'fi* 


Appendix III - 3 
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25X1 


CiarraAL iWiLLii 


PRQFO||l i 

AGiiUCI 


Februari 




6. CIA TRAIUlfjf POLIGl K>fi 1^ PERSOffifEl 

A. In order to raise ti^is cfoaO.i'bs'tl'vs 1 s¥*q 1 rdf perieit: met 
of nev {personnel entsrii^ oa cbity iritte tiis jf atncTj thi 
Blreotor of IrsnE-ag Is to plan tssfi sou liiet 

training programs in acmrdsise aith tkm paliajf at rte-o 
in Paragraph 3 foaiowrlng. 


3. New peraomel e-itering on dut;/ vita ilie Agmsy am 1, 
prior to plac«S3nt within the lgat>07, be <kstaj.iad y 
the Office of ftireonnel to the Office of Trairiiaf; or 
traioiag doaif^iSMi not only to relate tha:j» p. 3 rtlca ar 
field of cojapei^inoe to the fiiild of iatelli^irjco^ at 
alee, *.^in neosHsazy or deeirable, to rai.ae 'a eir €:¥©, 
of eaaipeterHje iai anj^ giren field. 


G. l or the j i aser t., this |»liey »hall apply <»rl; to t t 
foliowiiif : 

( 1 ) All ?rofesfloiial»Substairf ire personael, 

(2) All ProfeasicMTud-Adsiiniatrative pareorml. 

( 3 ) All Support-Clerical personnel. 

D, The mreetor of ir a i n i ngj ia patting tMs poUerr it 3© 
efferet. Shall plan trainiiig pj ogr«iia# eoepand sTcis'&i ig 


Aopendix V -1 


Approved For Release 2003/07/31 : CIA-RDP80R01 731 R001 700200005-1 



r \ 


Approved For Release 2003/07/31 : CIA-RDP80R01 731 R001 700200005-1 


CUra’RAL IHTiiLLlA^Srfii 'Afe'iMGI HBaOMIION 


apifijEB 

Februarj 1?52 


training facilities and establish near training: fat: ,li1h 


25X1 


for such persarmel in tte faLlowiiig order ol erif«’ .tv; 

(1) Proi' 0 Esio:aal--Substantivte pereeanel. 

(2) iupaort-Clsrioal persormal, 

(3) rra[es8iofflal*AdateistratiTe isersorsftil. 

fi. The Director of Training sfiiall present all tr«tnH> plt'i? 
and prograas designed to out tld-S tii.c^8titfc e t’:: 

DiJCI for apprtoTiil, 


Appendix V-2 
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